Making mailing labels with Excel/Word 2007

(For newsletter distribution)

The abbreviated version:

Open and sort info the MML info.  

Make sure there are no zip + 4 zip codes entered.  (Word can’t handle them.)

Filter using the "x" in the "snail news" column

Copy the filtered list into new Excel and delete the ABC column

Check the number of labels for later

Now insert a coulumn row and create a header column by hand typing.

Save in a known location as a temporary file - close

Open a new word file

Go to mailings

Start mail merge and select labels

Enter label info (5160 works) - the n ok  

Now go to select recipients, then existing list

Navigate to the Excel file and open  (use the first sheet when asked)

Now use insert merge fields and insert and arrange fields

Go back to mailings and click update labels

Now click preview results and the first page only of the  labels should show

Now go to finish and merge and choose edit individual labels and select merge all
(If  they didn't all load, there's no way to go back. You have to start over.)

Load the labels and print.

Detailed instructions
I use 1” x 25/8” gummed labels.  The standard is Avery 8160.  However they are made by several manufacturers but will say “same size as 8160”.  The last box I got now says compatible with Avery 8460/5160.

This will be a three-step process.  We will download and open the most current master mailing list from our “resource” page on the web. Next, the list will be sorted and copied to a temporary Excel file.  Finally, using Word we will set up and print the addresses labels.

We will begin by going to the GUUF web page to download and open the current version of our master mailing list.  (Our master mailing list is updated weekly so we will be using the most up-to-date version.)  Here’s how:

· Go to the GUUF web page  http://www.glacieruu.org/ 

· Click on Dan’s (pianist) name badge – there is a hidden link there to our resource page.

· Scroll down to the “Master Mailing List” link and click it

· Assuming you are using Firefox as your browser, you will be offered a choice to “open with word” or “save to disk” – your choice.  If you do “save to disk” be sure get a new version the next publication cycle.

Our backward/forward password will be needed to open.  When you have opened it, make sure you have the “master" sub-sheet selected on the tabs near the bottom.  Now notice there are columns with “x”s in them. Since you are printing addresses for the newsletter mailing, then you will want to sort 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.  (make sure you are scrolled all the way to the top.)
· If not already selected, select the "home" tab.  look near the top of the Excel window all the way to the right and you will see a group called "editing".   Within that will be a "sort and filter"  button which opens a drop down.  Select "filter".   When you do that there will be a series of drop-down arrows that will appear at the top of each column.  Go to the "snail news" column and click the down button.  In the test filters click on the "select all" button which actually deselects all.  Then click on the "x" to select it and hit ok.  This sorts the list and all the rows will disappear that do not have the “x” in this particular column.
· Next, starting at the top select by holding the left mouse button down and dragging to the bottom of the list and over to and including zip.  Include the header (name, address, etc.), but not line 1 (the title line).  Near the bottom are a number of “alternating addresses” – do not include them either.  Copy this selection - <control>+”C” is a shortcut.

· Now, open a new excel document and paste the data just copied <control>+”V” is a shortcut.  Don’t worry about the fact that some of the columns are not wide enough.  Delete the "abc" column, we won't need it.   (Note how many addresses you have at this point so you can check later to make sure we print them all.)

· Go to the top of the list and insert (home, insert, dropdown select add a row) and add a header for each column (name, address, city, state, and zip.)  Don't be tempted to copy and paste from the m MML - it brings a bunch of stuff that is hard to edit out.
· Now save the new excel file where you know where to find it – you can call it “temp” (excel will add the extension “.xlsx”  automatically.  (If you been through this before, there may already be a “temp.xlsx” file.  Just overwrite it. Close.  Also close the master mailing list – do not save changes to the master mailing list so if you have to start over again it will be back at the point where you can start over from scratch.

Now we are ready to create and print the labels:

· Open a new word document and go to “mailings”  then “start mail merge” then “step by step mail merge wizard”

· In pop up box to the right select “labels” then “next”

· Leave “change document layout” set and click on “label options”  

· In the label options box, select label.  For the standard 1” x 25/8”  make sure the label box says “Avery US Letter”  then scroll down to 5160.

· Next select recipients in the mail merge box.  Select “use and existing list” then “browse” and navigate to your temporary file (temp.xlsx) you created and select “sheet 1.
· A page full of <<next record>> will appear.  Now use "insert merge fields" button (its in the "write and insert feilds" group and insert and arrange fields.  Its easiest to just insert them all, then go back and use enter, etc., to get them arranged.  Don't forget to add a comma after "city".

· When done click “update all labels”  You still won’t see the actual labels.  Click on “preview results” and you will see the first page full.  (You think that click “finish & merge" would create the rest of the pages?  It won’t - criminey Micorsoft – how hard can you make this?  What you have to do is click on the finish and merge button then select “edit individual labels” . Next click on “all” in the “merge to new document” window that pops up.  Finally, you will see them all ready to print.  Caution don't jump the gun and simply hte merge and print button.  Failure to do it in this order will cause it to create only one page of  labels, not the entire set!!  There is no way to go back, you have to start all over by opening a new word window.   
· You are finally ready to print – put the label sheets in the printer, and go for it.  You can print on some scrap paper first to see if it all looks OK.  Once they’re printed, don’t bother saving.  The next time around the addresses will be different.

For detailed instructions, go to   http://www.ehow.com/how_4871013_excel-file-using-microsoft-word.html
