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Let’s Make Christmas Mailing Labels

Including a Graphic

Using Microsoft Word with Mail Merge

Be sure you have created your database mailing list before beginning this activity. It helps if you have worked with tables in Word; if not, this will serve as a brief, hands-on introduction.

1. Start - New Office Document - Blank Document

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

3. Under #1 Main Document, click Create, Click Mailing Labels, Click Active Window

4. 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.

5. Click on its button in the taskbar, then minimize it again, a small window will open with 2 tabs – we’ll just use the Tables tab – the title of your table should be highlighted, click OK

6. Another small window opens, click Set Up Main Document

7. For this activity we’ll use Avery standard 5160 address labels 1” x 2.63”, 30 per page

8. Click OK, the Create Labels window opens

9. 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 (a representation of the page of labels opens)

10. On the Mail Merge Helper window, go back to #1 Main Document, click Edit then click the button that pops up with the label document name (the small window closes and you’re ready to work on the labels that are within a table on the document)



                                                                               Continue on the next page
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Mailing Labels - continued

11. If you don’t see gridlines, go to Table in the Menu Bar and click Show Gridlines

NOTE:  There are three labels across, each 2.63 inches wide; they are placed in a table that has five columns; 3 columns the width of the labels with 2 narrow columns separating them.  We will be inserting a column (the graphic will be placed in this) to the left of each label and will then need to change the 2 columns’ width that make up the label so its total width remains 2.63”.


12. Highlight the first column in the table, go to Table in the Menu Bar, click Insert. Click Columns to the left.  Repeat this for the additional two columns that hold the label information

13. Highlight the first column (the empty one), go to Table in the Menu Bar, click Table Properties, change the preferred width to .63, click OK.  Repeat this for the additional two columns that had been inserted

14. Highlight the second column (fields are in it), go to Table in the Menu Bar, click Table Properties, change the preferred width to 2, click OK.  Repeat this for the additional two columns that have information.  The narrow empty columns between labels should be .13” wide.

15. Save – this is the beginning of the “layout”  - you might include the word “layout” in the filename

16. Place your cursor in the first cell, Insert your desired graphic as you would in a WP document
(Insert-Picture-ClipArt- choose it – Insert - when finished please close the clipart window)

17. Position the graphic – If you don’t see the table alignment button in the toolbar you’ll need to go to View in the menu bar, click toolbars, then click “Tables and Border” 

18. Click on the graphic, copy; highlight the graphic column, paste, highlight the next graphic column, paste, highlight the final graphic column, paste

19. Whatever position you prefer, change the graphic columns to that alignment

20. Make changes to text appearance and alignment if you want.  SAVE

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

22. Click Merge; the Labels should appear as they will print

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

24. Make sure the labels are properly placed in your printer.  Print.
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