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“Tech Tools with Tine” Webinar Series Presents:

MS Word Flyers
and Mallings

Walk through Mail Merge like a pro!
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Common Flyer Components

* Page Layout Features

— Page Orientation: landscape/portrait, vertical alignment
— Page Borders
— Columns

. Content \\ / Fancy Te)(t

— Fancy Text /‘<

— Images / \

rainers-R-Us

- S h a p e S Knowledge + Technology = Swccess




Page Layout Features

Borders and Shading ﬂil

Borders ~ Page Border | Shading I

Choose your columns,
widths, & line divider

Style: Preview

Click on diagram below or use
buttons to apply borders
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Work your Presets
way from = |
left to right one R
to get it Mumber of columns: [T [~ Line between
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It’s all about the Content!!
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. Pk My Fancy Text all starts

Quick Steps with WordArt!

Insert your image. Type something and [riioiTooR]

Size your image. highlight it. Addins | Format

Change the Text alignment. Use the WordArt &
Move it to where you want it. button to choose the A A . g,

WaordArt Styles

L0
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general letter shape.
Use the Toolbar to
control the rest! (fill,
outline, effects)

When all else fails...
Create a Text Box.

Bring image into the box.
Adjust Text box settings.




Mailings! Or anything with
recurring components...

Home Insert Page Layout References Mailings Review View Add-Ins
I;_.I '—% }1- . - o
Envelopes Labels | Start Mail Select Edit Highlight Address Greeting Insert Merge N Preview s Finish &
Merge ~ Recipients ~ Recipient List | Merge Fields Bloc Linge Field £ Update Labels | pesylts o Auto Check for Errors Merge
Create Start Mail Merge Write & Insert Fields Preview Results Finish

* Unless you just want 1... it all starts with
a Merge I

Select
Merge =~ | Recipients = Recipient List | |

— Choose your recipients.

Hormal Word Document

=| Letters
* ProceSS: j ;-mailhdessages
=1 Enuelopes...
— Choose your document. 3 abes.
= Directory
[w]
N

Step by Step Mail Merge Wizard...

— Connect the two.
— Merge and deliver! © ﬂ%é!
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* If you get lost, use the Wizard! e




Follow the Wizard!

Mail Merge

Select document type Mail Merge * X

What type of document are you N = Mail Me > X
working on? Write your letter Mail Merge - rge
If you have not already don Complete the merge
* Letters wrrite your letter now. Select recipients = B Answer the

Mail Merge is ready to produce

E-mail messages
your letters,

To add redpient information * |lse an existing list

guestion at the

Envelopes your letter, dick a location in Select from Outlook contacts
Labels d':'ﬂ,"ment’ and then diick on Fiseh A ek cantac To personalize your letters, dick top .

] the items below. Type a new list "Edit Individual Letters.” This will
Director b

¥ 5] Address black open a new document with your
Use an existing list merged letters. To make changes
Letters :
S Greetingline... to all the letters, switch back to Advance to the

Send letters to & group of people, . _ Iﬁllse nam;s;gd addresses from 3 the original document.
You can personalize the letter =+ Electronic postage.. EArEEAE L
that each person receives. il More items

Click Next to continue.

next step at the
bottom.

Merge

L5 Print...

& Edit individual letters...

Browse...

When you have finished wri
your letter, dick Mext. Then
can preview and personalize ea
recpient's letter.

B Edit redpient list...

OR.... Use the toolbar and do it yourself!

nces Mailings Review View Add-Ins

-._— -'= — == o | E? Rules - “ & H q 1 P H Iii
= = = 58 - _ - _ . Yerd
1 Match Fields ] Find Recipient
Highlight Address Greeting Insert Merge Preview Finish &

Merge Fields Block  Line Field= 2] Update Labels | Results < Auto Check for Errors | perge -
Write & Insert Fields Preview Results Finish

Step 1 of 6

& Mext: Starting document




Data options on the fly!

Mail Merge Recipients d |
This is the list of redpients that will be used in your merge, Use the options below to add to or change your list, Use the
checkboxes to add or remove redpients from the merge. When your list is ready, dick OK.
éur.ﬂailiru Fr— T . R
Mailing List, xlsx ¥  Smolkovich Anne 693 Morthoutt Bhvd, Burlington
Mailing List, xlsx v | wilenbecher Ben &7 Country Lane Charlottesville —
Mailing List, xlsx ¥ | Karkhaniz Brandaon 32 Burgundy Lane Mashua
Mailing List. xlsx ¥  arken Breanna 6725 Chatsworth Dr, Reading
Mailing List. xlsx ¥  santos Carlos 145 Windsar Dr. Alexandria
Mailing List. xlsx ¥  oClsen Carol 209 Parrish 5t. Eugene
Mailing List, xlsx ¥  mMeyman Darcy 159 Rutgers 5t Dayton
Mailing List, xlsx ¥  Milko Elizabeth 23 Pebble Beach Rd. Lakeville
M?ilinu List, xlsx ¥  Kina James 596 Blozsom Rd. Rochester ﬁ
1 3
Data Source Refine redpient list
Mailing List.xlsx ;I 4 sort...
| Filter...
E;I Find duplicates. ..
;I <] Eind redpient. ..
i validate add
il Validate addresses. ..
Edit... Refresh |

Use it all
OR...

Sort it.
Filter it.
Choose specific
people.
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Avoid Mailing Pitfalls... ®

* Creating your Main Document

— Leave blank lines or a place holder for where your
changing information is going to go.
— Email message

* Easiest to create on the fly due to screen formatting of
the document.

— Labels

* Use options to choose your label type and match the
number on the box of labels to ensure your document
is formatted correctly ﬁ%{’!
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Avoid Mailing Pitfalls... ®

 Working with the Data

— Unless the people you’re mailing are a once in a
lifetime group, put them in an Excel file.

— You can pick and choose your data during the
merge so you don’t need a unique data file for
every one.

— Break it down!

* If you might use the 15t name separately at some point,
make that it’s own field.

i

| , £
— What you see is what you get! o
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* Watch out for capitalization and punctuation
AR



Avoid Mailing Pitfalls... ®

* Working with Fields

— If you're creating envelops or labels, don’t delete
anything that says <<Next Record>> or looks like
this— T

— Anythfng with << >>is important to the merge

— Using the <<AddressBlock>> and <<GreetingLine>>
makes your formatting easier

— If you manually insert fields, you must put in the
spaces and punctuation too!
£

Knowledge + Technole




Avoid Mailing Pitfalls... ®

* Looking at the results

— Unless you are 100% perfect, send your mailing to
Edit Mode, not Print Mode.

— Review your final document; if you see an issue,
make your changes in the original and re-run it.

— When you finish an email merge, it’s off and
running!
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Next week...

SurveyMonkey!

Tech Tools with Tine Webinar presented on November 15t 2013. 1@%
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