Let’s Address Christmas Card Envelopes
1. Start - New Office Document - Blank Document

1. In the Menu Bar, click Tools, then Mail Merge (Mail Merge Helper window opens)

2. Under #1 Main Document, click Create, Click Envelopes, Click Active Window

3. Under #2 Data Source, click Get Data, Open Data Source, locate the folder in which you saved the Access database with the addresses you are going to use, double click your desired file (if you don’t see your file, drop down at the bottom “Files of Type” and select MS Access Databases) the file is open but is minimized so you don’t see the data, only its button in the taskbar.

4. Click on its button in the taskbar, then minimize it again, a small window will open with 2 tabs – we’ll just use the Envelopes Options tab
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Select the envelope size – if your cards’ envelopes are not standard, measure them, drop down to Custom size – An “Envelope Size” window opens – put in the correct width and height – we’ll use 6.4 x 4.6 for this activity – click OK

6. Make font and placement changes if you wish; click OK

7. a. click Insert Merge Field, click First, press space bar, 
b. click Insert Merge Field, click Last, press enter key, 
c. click Insert Merge Field, click Street, press enter key, 
d. click Insert Merge Field, click City, type a comma, press space bar, 
e. click Insert Merge Field, click State, press space bar twice, 
f. click Insert Merge Field, click Zip, click OK 

8. If you need to change your return address: in the Mail Merge Helper window under #1 Main Document, click the Edit button, then click the name of the document that appears

9. Make your changes – SAVE (again, this is the layout document)

10. Click on “Merge” in the toolbar, merge to New document, All records, Don’t print blank lines

11. Click Merge; the envelopes should appear as they will print

12. This is an envelope document – Save it with a filename that makes sense to you (maybe include the words “final envelope” with your topic word).  This is the file you will print; not the “layout” file.

13. Make sure the envelopes are properly placed in your printer.  Print.

Enjoy the Holidays!
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