Printing the address on the last page of the newsletter using Word 2002
First, make sure there are no zip + 4 zip codes entered.  (Word can’t handle them – in fact it will skip any labels with  zip + 4 zip and you may not notice you have labels missing.)
Now you will have to sort the list.  Notice there are columns with “x”s in them and you will be sorting the list using the  “snail news” column. Here’s how to go about it.

· Place you curser on the 1st address in the “snail news” column.

· Look near the top, you will see a button marked “data”.  Click on it once and a drop down list will appear. Now select “data” and off to the right you will see “Autofilter” – select it.

· Now there will be a little “down” symbol at the top of all columns.  Click on the one above the “snail news” column and a drop down box will appear with “x” listed.  Click on it and all the rows will disappear that do not have the “x” in this particular column.

Next, select entire field (including the header line “name, address, etc. – but NOT the blue title) out to zip codes.  Hit control c (copy) and then close document.

Open a new excel document, hit control v  (paste),  Next, select and set print area, then       save as “temp.xls” in a known directory.    Close

Now open a Word document and open the mail merge toolbar by right clicking on a toolbar blank area and selecting the mail merge toolbar.

Click on the “open source” toolbar and navigate to wherever the temp.xls file was saved.

Now click on the “insert fields” button and insert the name, address, city, state, and zip fields.  To save time, enter them all on one line.  Close the “insert fields” box,  Now insert a LFCR (enter) to separate the fields, insert a comma after the “city” followed by a couple of space, then 3 spaces after “state”

Move the whole works to near the bottom and tab each line over about 5.  (This is to properly align the field so it prints out on the center bottom of the last page.)
Load the paper hopper in the printer with newsletter paper and click the “merge to printer” button.

Don’t bother saving any of this; you have to do it all again next publication cycle with a revised address list.

It is probably a good idea to re-enter the GUUF Master Mailing List.xls and de-select the print area.  If you forget and leave it selected, it may screw you up when you later want to print just the sheet itself – or the next label session.  You may miss additions to the list.  Also, you will need to turn the autofilter off – (data/filter/autofilter – deselect).  If you don’t, you may re-enter the list later and not be able to find listings.
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