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Avery Label Workaround for GoldMine

Overview

In some instances, labels print incorrectly when using the Labels reports within GoldMine. This
document will outline a workaround in which contacts are exported from GoldMine into a .dbf
file, and then the mail merge function of MS Word is used to create the labels. Three sections
are included:

e Exporting the contacts from GoldMine
e Using MS Word 97/2000 mail merge to create the labels
e Using MS Word 2002 (XP) mail merge to create the labels

Exporting the Contacts from GoldMine

The contacts needed for the labels must first be exported from GoldMine. Note that this section
was written using GoldMine 6.5; however, the same basic process applies to previous versions of
GoldMine.

1. Create a filter or group of the contacts needed.
2. Select Tools >> Import/Export wizard >> Export contact records

GoldMine Export YWizard x|

EI Welcome to GoldMine's Export Wizard!

Thiz export wizard will help youw easily and accurately ransfer data
out of Goldkine. Please choose the appropriate export method:

™ Export to & new file using an existing profile

Select the file tupe inta which pou will be exporting:

% DEF file: dBASE datafiles.

= ASCI file; Test fileg with field delimiters, field zeparatars, and
record separators.

i SDF file:  Tewst fileg with fived length fields. Each field is
identified by itz beginning position and length.

< Back I Mext » I Cancel
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3. Select the options Export to a new file and DBF File: dBase data files.
4. Click Next.

Export Wizard: Select Filter/Group 5[

Y'ou may zpecify which contacts and/or azzociated contact data will
be exported durning this transfer process.

Please zelect fram the following predefined filkers/aroups in arder to
control which records Goldiine will copied from your database.

T [
v Primary [ Merge code: I IH

[ additional

< Back I Hest » I Cancel

5. Select the filter or group to be exported from the drop down
6. Make other selections as desired.
7. Click Next.

Export Wizard: Field Mappings ﬂ

To map fields, zelect a field from the ‘GoldMine Fields" window and chck

@ on Add Field'.
% Show Mappings

[T Coreert M5 ta OEM  § Preview Fesul

GoldMine Fields |:| Field Hame | E mpression
IJzerdefl9
|Jzerdef10
|Jzerdef11
Jzerdef 2
IJzerdef13
|Jzerdef14
IJzerdef1
IJzerdef6

Wwheb Site
ZIFI -

Add Field | Edit Ewpr Eemove | Erewvious | [ ek

< Back | Hewt > |
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8. Map the fields (Company, Contact, Address 1, Address 2 (if needed) City, State, Zip)

Export Wizard: Field Mappings 5[

To map fields, select a figld from the 'Galdkine Figlds' window and click

@ an Wdd Field'
%" Show Mappings

[T Convert AMS| to OEM 7 Preview Result

aoldiineg Figlds |i| Field Mame | E spreszsion
zerdef09 Address] Contact] - address1
Userdef10 Address2 Contact] -»address?
Userdef11 City Contact] ->city
Userdef12 Company Contact] -»campany
Uzerdef 3 Carntact Contact! -» contact
Uzerdef 4 State Contact! -»state
Uzerdef5 Zip Contact] -:zip
IdzerdefG
YWeb Site
Zip -

Add Field I Edit Expr Bemaove Bresiaus | i [=res |

Cancel |

< Back

9. Click Next.

Export Wizard: Get Filename x|

Pleaze enter the destination export file. Thiz field iz optianal. [F this
field iz left blank, you have the option o zave this profile, but
Goldkine will not export any data.

Enter the full path and filename of the destination file:

| |

< Back I Mext » I Cancel

Page 6



10. Type or browse to a destination for the exported file; be sure to include a file name. Do
not include spaces in the file name or you can receive an error using this file with the
merge from MS Word.

Export Wizard: Get Filename x|

Fleaze enter the destination export file. Thiz field iz optional. [f this
field iz left blank, you have the option to zave this profile, but
Goldiineg will not expart any data.

Enter the full path and filename aof the destination file:
C:hDesktop\ContactLabelz J

¢ Back I Mest » I Cancel

11. Click Next.

Export Wizard: Save Profile x|

Y'ou may zave thiz export profile and itz field mappings for later use.
Ir1 Future, simply select the ‘Export a new file uzing an exizting prafile’
option and pou will not have recreate thiz export profile.

Wwiould vou like to zave these export zettings for later uze’?

Erofile Hame;

¥ | Save the export filename with thiz profile

¢ Back I Mest » I Cancel

12. Save Profile for future use, if desired. Click Next.
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Export Wizard: Ready to Export 5[

Goldiine iz now ready bo expaort your data. To start exporting,
click Finizh'.

The export process may take some time, depending on the size of
your data file. 'ou map cancel at any ime during the process by
clicking the 'Cancel’ buttan.

¢ Back

Cancel |

13. Click Finish.
14. The Process Monitor will open and indicate the number of records exported to the file.

MS Word 97/2000 Mail Merge

The Mail Merge feature of MS Word can now be used to merge the contacts into the label of
choice.

1. Launch MS Word.
2. Select Tools >> Mail Merge
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T

Ilse this checklist ko set up a mail merge. Begin by choosing the Create
buktan,

=i
1 Main docurment

Create = i

[P
2 Data source

zek Data

3
] Merge the data with the document

Merge. ..

Cancel |

3. Click Create and then select Mailing Labels from the dropdown

Microsoft Word x|

Tao create the mailing labels, wou can use the ackive document window How ko prink
Goldrine conkact records.. . or a new docurnent window,

Ackive Window few Main Document |

4. Click Active Window
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The next step in setting up the mail merge is to specify a data source.
Choose the Get Data bukton,

=
1 Main docurnent

Creake - Setup...

Merge tvpe: Mailing Labels
Main document; Document

2 [aka source

Get Daka - i

3
=] Merge the data with the documenk

Merge...

Close |

5. Click Get Data and select Open Data Source

21|
Look in: II:l My Documents j L= | @ X @ = Tools ~

|| eRoom Files For Offline Editing
_IHEATSales

I:I Hiskary

I mtnlaverds

1 My eBooks

Mw;.-' Pictures

] Test machine_files

or Labels,dbf

Favorites

File name: | | s query... | = Open

Files of bvpe: IdBase Files j [ select method Cancel |

6. Change Files of Type: to dBase Files and navigate to the location of the exported *.DBF
file; double click on the file name.
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Confirm Data Source el

dak

op

dBase Files - Ward via ODEC (*.dbf)
FoxPrao Files - Word via QDEC (*.dbf)
GM3ales_Mkbg Swstem via ODBC (*.dbf)

=
[ show all K I Canicel |

7. Be sure dbase files via ODBC (*.dbf) is highlighted and click OK. (If the file name
included spaces, you will receive a message that the data source could not be opened.)

Microsoft Word

Word needs to set up vour main document. Choose the Set Up Main Document:
button bo finish setting up your main docurment,

[x

8. Click Set Up Main Document

Label Options

rinker information

.4
" Dot makrix
¥ Laser and ink jet Tray: IManuaI Feed j Zancel
Details. .
Label producks: fvery skandard j =

Mew Label. ..

Product number:

R

~Label information——————— Delete

5097 - Diskette
Twpe: Address
5161 - Address Height: g
5162 - Address _ )
5163 - Shipping Width: 2.63
5164 - Shipping Page size:  Lekker (3 42 x 11 i)
5165 - Full Sheet =l

9. Choose desired label from the Product number dropdown and click OK.
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Create Labels el
Choose the Insert Merge Field button ta insert merge fields into the
sample label. *ou can edit and Format the merge Fields and text in the
Sample Label box,

Insert Merge Field = Insert Pastal Bar Code. .. |
Sample label:
-
[
(a4 I Cancel |

10. Click the Insert Merge Field button to insert each of the fields from the exported file;
format accordingly with returns, commas, etc. Once the fields are inserted, the window
should look something like this:

Choose the Insert Merge Field button toinsert merge Fields into the
sample label, %ou can edit and Format the merge figlds and text in the
Sample Label bo,

Insert Merge Field - Insert Poskal Bar Code. .. |

Sample label:

«COMPAN Yy ﬂ
wCOMNTACT:

gADDEEES 1y ¢ ADDEESS 2%

#CTT Y, «STATE: «ZIPs

=1

(4 Cancel |

11. Click OK
12. Click Merge.
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Merge e F.{

Merge o |

Wﬂ Setup,., |

~Records to be merged
&« all £ From: I To I Check Errars...

Merge

Cancel |

Query Options. ..

~when merging records

¥ Don't print blank lines when data fields are empky.
™ Print blank lines when data fields are empty.

Mo guery options have been set,

13. Make desired changes here regarding records to be merged and blank lines, then click
Merge.

14. The merged document will then open in MS Word and can be printed.

iZlj Labels1 - Microsoft Word

JEiIe Edit Wiew Insert Format Tools Table Window Help
DeEagR =@ o -|am|ow: -3 3
Bl . oo g X

JNorma\ - Times New Roman = 12 = | B I U |§ =

K] -

Ir]

;o [ - S

Jane's Flowers FrontEange Solutions, Inc.

: Jane Sutton Lauren Hall

S 4567 Main Street 1150 Eelly Tohnson Blvd.
Colorads Springs, CO 80920 Colorado Springs, CO 30920

= E|4
JD[awv[%Gj Autoshapes » ™, \DO‘@|&v£vévE:§.e,
[Page 1 Sec 1 11 [ato0s"  nt Colt [REC] [Tk BT [ove | G
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MS Word 2002 (XP) Mail Merge

The Mail Merge feature of MS Word 2002 (XP) varies considerably from that of MS Word
2000. The following steps can be used for MS Word 2002:

1. Launch MS Word.

2. Select Tools >>Letters and Mailings>>Mail Merge Wizard. Mail Merge tool bar
appears on the right side of the document.

&l Document 1 - Microsoft Word
File Edit  Wew Insert Format  Tools  Table  Window  Help Type 4 guestion For help

DEeEamg S&aY LBl o-- @HOESE 4 B 1 100% - [2) | - TimesMewRoman ~ 12 + | B
Final Showing Markup  « Show~ | 4 B b » Xp | (3~ 2 = .

[c] B N T R TR R TR | Cd s g AT & Mail Merge

I ] o3

Select document type

- X

>3
-

‘what type of document are you
working on?

) Letters

) E-mail messages
) Envelopes

) Labels

) Direckary

Labels

Print address labels for a group
mailing.

Click Mext ko continue,

B ﬂ Step 1 of 6
B ; g Mext: Starting docurnent
i T A
= e[E= 4 | i

Page 1 Sec 1 11 a1 Ln Col 1 REC /RK ExT OvR G

3. Select document type Labels /

4. Towards the bottom of the Mail Merge tool bar click Next: Starting Document.
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-10] |

© Fle Edit View Insert Format  Tools  Table  Window  Help Twpe a question for help = |2
DeEsfn Say LB F o - o - GHOEE 45 Bl 7 100 - [2) | TimesMewRoman - 12 - B %
- Final Showing Markup = Show= | &% #% ¥ - Zp - (g~ & EH .

O] SR SN R SR R K R KRS OORY- (L —

Select starting document

How do vou want bo set up vour
mailing labels?

2 Use the current docurment
@ Change document layaout
) Start From existing document

Change document layout

Click Label options ko choose a
label size.

Y Label options. ..

LI Step 2 of 6
&= +

o g Mext: Select recipients
: ¥ @ Previous: Select dmeurn, . =k Fune
=B = ll | _;I Mext wizard step
Fage 1 Sec 1 11 ak 1" Ln 11 REC TRE ExT ovR [CH

4

5. Click Label options

Label Options 2 x|
Printer information
™ Dok matrix

% Laser and ink jet Tray: IManuaI Feed j

Label information

Label products: I.ﬁ.very skandard j

Product nurmbet:

E097 - Diskette -]
5159 - Address Type: Address

abel information

S Height: 1"

- Address i .

5162 - Address Width: 2.63

5163 - Shipping Page size:! Letker (3 12 % 11 0]

5164 - Shipping |

Details. | Mew Label, ., | Deleke | Ik I Zancel

6. Choose desired label and click OK.
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File Edit Yiew Insert Format Tools Table ‘Window Help Type a question for help = | X

DEEHaSRERY 2RI v-o-  @HOR=E & B9 w0 -3, B
ens-o-la-le 8.

El.l...,...%...&$.3.......4.......5..$$...5.......?..zﬁ’MailMerge * X

Select starting document

How do wou want b set up vour
mailing labels?

) Use the current document

Times Mew Roman  ~ 12 =

inal Showing Markup + Show ~

2 Change document layout
2 Start From existing dacument

Change document layout

Click Label options to choose a
label size.

EY Label options...

LI Step 2 of 6
Y
g Mext: Select recipients

¥ 4 Previous: Select document bype

B[E]= 4 i
Page 1 Ser 1 11 Ak 0.8 Lo cal 1 REC TRE EXTM 4

7. Click Next: Select recipients.
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L-_E. Documentl - Microsoft Word ;lglil

File Edit Yiew Insert Format Tools Table ‘Window Help Type a question for help = | X

NEEHanEGgRY {BRC o-o- @HOEE & B 7 w00 - [2),  TmeshewRoman » 12 - | B 2
Final Showing Markup ~ ~ Show ~ E}’:}‘E}"Q"|ﬁ' ;%|@v
(] -t -|---%---p$$-3---|---4---|---5--$$---s---.---?--T"MailMerge > x

Select recipients
@ |Use an existing list
ol 2 Select Fram Outlaok contacts

0 Twpe a new list

B Use an existing list

Use names and addresses from a
file or & database.

- Browse, ..

b Y Edit recipient list. ..

Step 3 of 6

"

o g Mext: Arrange vour labels

: ¥ * Previo.r:d-. t—tl._.:n.:_ _dJ_t_._ Bl'lt
= = el WiZard step
= s[E)= 4l |

Page 1 Sec 1 11 At 0.8" Ln cal 1 /REC TRE EXT OvR (G4 v

/

8. Make sure Use an existing list is selected; then click Browse.
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Select Data Source llil
Look in: Im Deskiop j e @ > O ~ Tools =
iy My Docurnents
:&Q A= My Computer
Histary 512 My Metwork Places
[dappl
o l-_E. fvery Label Worlaround
i avery |labels, dbf
My Docurnents averylabels, dbf
Bookl . dbF
contacks For | Type: DBF File
labels.dbf | Size: 700 bytes
E:I Shorteut to BParker
Favarites
=
OF= . ,
o File name: I j Mew Source. ., | Open
My Mebwork _
Places Files of tvpe: I'ﬁ'" Diata Sources j Cancel |
L

9. Browse to the location of the exported .dbf file and double click on the filename. (Note:
There does not appear to be an issue with spaces in file names in this version of MS

Word.)
10. The Mail Merge Recipients window opens.

Mail Merge Recipients

Ta sark the lisk, click the appropriate colurn heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes or

buttons to add or remove recipients from the mail merge.
List of recipients:

ed by

[ = compr... | »| aporessi| «| aporessz [~ c.. [ =l st [ = z.] = con
Tane's Flow... | 4567 Main st || Colora.. | CO | 80920 | Jane Sdt
FrontRang... 1150 kKely Jo... Colora,.,,  CO g0220  LaurenH
1| | 3

Select Al | Clear all | Refresh |

Bod.. | edi. | velidate |




11. The records with a check mark in the first column are those that will be merged. You
may deselect individual records, clear all, or select all if none are checked. When the list
is as desired, click OK.

&l Document1 - Microsoft Word

=10l ]

- Fle Edit Wew Insert Format  Tools  Table  Window  Help Type a gueskion For help = [ X
DeEeanSRY 2R v-o- @HOFEE 6|6 9 w0 + @, Tmeslenkonn « 12 «| B 2
EFinaI Showing Markup v Show~ |y wp b v El v ﬁ - ;% | B .

El 5;; | }:?&*3'4 CE# B-ZOOMaiIMerge - X

- aMext Records
-
- aMext Records
in
- aMext Records
L

e bl ot T ol
GE|=E 4

alfext Becords

aMext Records

aMext Records

aMext Records

ceblaxt B acaeds

Page 1 Sec 1 1/1

&t 0.8" Ln Cal 1 REC TRE EXT OVR

%)

alfext Fe

allext Re_

aMext Re

aMext Re

Select recipients

® Use an existing list
0 Select From Cutlook cantacts
0 Type a nesw list

Use an existing list

Currently, your recipients are
selected from:

[averylabels] in "averylabels. dbf"

Select a different list...

Edit recipient list...

LI Step 3 of 6
+

g Mexk: Arrange your labels

< Previous: Starting docurment

12. Click on Next: Arrange your labels.
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¥l Document] - Microsoft Word

File  Edit

D8 EGRY L =R

Wiew  Insert  Format Tools  Table

Window  Help

[ - -

@ O E .EquTlun% - 3.

«MNext Re

#Mext Re

-

« om0

Tt T
| ]

inal Showing Markup = Show = | 4 B P - 3k - ﬁ - ;@ | =3
O EENEEESERENEREE EREN™ | EE XN

- | wMext Records
-

: aMNext Records aMNext Records
™

: aMNext Records aMNext Records
™

- #Mext Records #Mext Records
-

- PN P e WTan

ERFE] :—ﬂ

Page 1 Sec 1 11 at 08" Lo Col 1 REC TRE EXT OWR

= [l 3

Type a guestion For help |+ 2€
Times Mew Roman  « 12 - | B "’
@ & Mail Merge * X

Arrange your labels

If wou have not already done so,
lay out wour label using the First
label on the sheet,

Ta add recipient information ta
vour label, click a location in the
first label, and then dlick ane of the
ikerns below,

F'] Address block. ..

/ m Greeting line. ..

& Electronic postage. ..

I Pastal bar code. .

El mare items. ..

‘When vou have finished arranging
wour label, click Mext, Then you

can preview each recipient's label
and make any individual changes.

Replicate labels

You can copy the lavout of the Firsl
label ko the ather labels on the
page by clicking the button below,

Update all labels

Step 4 of 6

g Mext: Preview your labels

Selark eamiminmbe

4 Previous: i
Mext wizard skep

13. Click Address block...
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Insert Address Block 7] x|

Specify address elements

[V Insert recipient's name in this Format:

Joshua :l
|

Joshua Randall Jr,
Joshua Q. Randall Jr,
Mr. Josh Randall Jr,
Mr. Josh &, Randall Jr,
M, Ioshua Randall Jr,

v Insert COMpany Name
I Insert postal address:

' Mever include the country)region in the address
i~ Always include the country/region in the address
™ only include the countryregion i different than:

Prewiew

Mr. Jashua Randall Ir.
Blue Sky Airlines

1 Airpork way

Kity Hank, NC 27700

Match Fields. .. | O I Cancel

14. Click Match Fields...
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Matchrields 2 x|

Mail Merge has special features for easily working with addresses, Please specify address
field companents ko simplify address insertian,

Required information =
Last Marne [frot available) ]
Fist Marme [fnot available) =]
Courkesy Title ||:n|:|t available) ;l
Company [CoMPALNY =
Address 1 [ ADDRESS1 |
Ciky [cITy =]
Skate [5TATE |
Postal Code [zIP |
Spouse Firsk Mame | (nok awvailable) ;l

Optional information
Middle Mare [fnot available) =]

Ty AF (et meemiloblat

Ilze the drop-dawn lisks ko chaose the Field From wour database that correspands to the

address information Mail Merge expects (listed on the left,)
: Cancel |

15. Note that fields are mapped correctly, with the exception of the Contact Name. Click the
dropdown for First Name and select CONTACT. The Match Fields window should
now look like this:

Matchrields 2 x|

Mail Merge has special features for easily working with addresses, Please specify address
field companents ko simplify address insertian,

Required information =
Last Marne [frot available) ]

First Marme

[{rot available) ]

Courkesy Title

Company [CoMPALNY =
Address 1 [ ADDRESS1 |
City [cITy -
Skate [5TATE |
Postal Code [zIP |

Spouse First Marne [frot available) ]
Optional information

Middle Marme

[fnot available) =]

4 FFi (oot memiloblat

Ilze the drop-dawn lisks ko chaose the Field From wour database that correspands to the
address information Mail Merge expects (listed on the left,)

o« |

Zancel
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16. Click OK, then OK again.

¥l Document] - Microsoft Word ;lglll

Eile Edit View Insert Faormat  Tools  Table  Window Help Type a guestion for help = [ X
DEeEasn Sy fB2BR o-c- @HOFEE & G 7 w0 -2
Final Showing Markup  ~ Show - | &0 Sk P - 2% - (9 - 5 F |

Times Mew Roman  « 12 - | B £

Ir]

Sl ez pdEE 3 s 4 e s a5 e EE g - o @ % Mail Merge > X

Arrange your labels

If wou have not already done so,
lay out wour label using the First
label on the sheet,

Ta add recipient information ta
vour label, click a location in the
gubtddressBlockss wext Becords wext Be First label, and then dlick one of the
ikerns below,

i F'] Address block. ..
- m Greeting line. ..

* Electronic postage...

. aMNext Records aMNext Records «MNext Re
= Il Pastal bar cade...

El mare items. ..

=g ‘WWhen vou have finished arranging
= wour label, click Mext, Then you
can preview each recipient's label
aMNext Records aMNext Records «MNext Re and make any individual changes.

Replicate labels

- You can copy the lavout of the Firsl
in label ko the ather labels on the
- page by clicking the button below,

Update all labels

LI Step 4 of 6

#Mext Records #Mext Records #Mext Re

&
o g Mext: Preview your labels
Wk T ar s Wt T araedn P R 4 Previous: Select recifents
ENA[E] =] ﬂ ﬂ
Page 1 Sec 1 11 at 0.8" Ln Cal 17 REC TRK/B?/OVR ES) 4

17. Click Update all labels.
18. This will add the <<AddressBlock>> information to each record section.
19. Click Next: Preview your labels.
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I=E
-~ Flle  Edit  Wiew Insert Format  Tools  Table  window  Help Type a guestion for help = [ X
DEEanEgRY BRAS v-o-  AHOEE # |6 9 w0 - 2, Tmestewronan « 1z - B 2
EFinaI ShowingMarkup = Show = | 4 B Bk - 20k - ﬁ - ;@ | =3
E | N St T BT S A © 6 [a| @ % Mail Merge T X
Preview your labels
Same of the merged labels are
previewed here, To preview
anather label, click one of the
Jane Sutton Lauren Hall Fallowing:
i Jane's Flowers FrontRange Solutions, Inc.
. 4567 Main Street 1150 Kelly Johnson Blvd, Eeteed
i Colorado Springs, CO 8092C1 Colorado Springs, CO 80920 B Find a recipiert...
) Make changes
-
- ‘ou can also change vour recipient
—  list:
- Edit recipient list...
A when vou have finished
B previewing vour labels, click Mext,
= Then you can print the merged
- labels or edit individual labels to
add personal comments.
.
: LI Step 5of 6
= E
R o g Mext: Complete the merge
R ¥ 4 Previous: Arrange your labels
= o=z 4 |
Page 1 Sec 1 11 at 1" Ln Cal 27 REC TRE ExT OvR LG4 4
20. The document now reflects the contacts merged into the label form.
21. Click Next: Complete the merge
Documentl - Microsoft Word - 10 x|
- Fle Edit ‘Wiew Insert Format  Tools  Table  window  Help Tvpe a queskion far help [+ [ X
ED@HBJ@@?}’ %E‘$|ﬂvmv%|:|@ a|mﬂlﬂﬂ% - [2) | : TimesMewRoman - 12 + B 2
EFinaI Showing Markup = Show > | dep B U » b » @ - ;E? | = .
[c] EE: I U I IR - I I A R T £ - | @ % Mail Merge T X

Jane Sutton

) Jane's Flowers
= 4567 Main Strest
Colorado Springs, CO 80520

22. Click Print.

Lauren Hall

FrontRange Solutions, Inc.
1150 Eelly Johnson Blvd.
Colorado Springs, CO 80520

Complete the merge

Mail Merge is ready to produce
wour mailing labels.

To personalize your labels, click
"Edit Individual Labels." This will
open a new document with your
merged labels, Ta make changes to
all the labels, switch back to the
original docurnent.

Merge
—¥ 2 Frint...
m Edit individual labels. .,
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MS Word 2003 Mail Merge

The Mail Merge for MS Word 2003 with an exported set of GoldMine contacts is identical to the
steps outlined previously for MS Word 2002 (XP) with one exception. When the Match Fields
window opens, the Last Name field will show LASTNAME and First Name will show (not
matched), as shown in the following figure.

MatchFields x|
Mail Merge has special features For easily working with addresses. Use the drop-down list
ko select the proper database field For each address field component.,

Required information ;l
Last Name [LasTHAME |
Fir sk Marme [(rot makched) = |
Courtesy Title [TITLE =]
Compary [COMPaNY =
Address 1 [ADDRESST =
Ciky [cITy |
State [STATE =]
Postal Code [ZIP |

1. Select the dropdown for Last Name and change to (not matched).
2. Select the dropdown for First Name and change to CONTACT.
3. The result should be as shown below:

MatchFields x|

Mail Merge has special Features for easily working with addresses, Use the drop-down list
ko seleck the proper database field for each address field component,

Required information &
Lask Marne [trok matched) -1
First Mame ‘
Courkesy Tithe [TITLE |
Company [ComMPany =
Address 1 [ADDRESS1T |
City [CITY |
State [sTATE |
Paostal Code [z1P I
Spouse Firsk Mame ||:n|:|l: matched) __ﬂ

4. The remaining steps are unchanged. Refer to the section for MS Word 2002 (XP) to
complete the merge.
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