Branch Labels - Mail Merge

Labels required - Avery US Letter - 5162 Easy Peel Address Labels

Part One- Preparing your Excel Sheet

1- Login to the portal at https://portal.legion.ca/login

2- Select Create/View Branch Members on the left side under “In This Section”
IN THIS SECTION

Home

Profile

b Create/View Branch Members
Branch Rafes

Previous Transactions |

3- Select Export Branch Members at the bottom right of page

Export Branch Members

4- Select Open

5- Select Enable Editing at the top of page.

ile Home  Inset  Pagelayout  Formulas  Data  Review  View  PowerPivot Y/ Tellme what you wantto do.

' PROTECTED VIEW  Be careful—files fram the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected (fiew. Enable Editing
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6- Click on the top left corner to select the entire worksheet once selected right click and select
COPY
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https://portal.legion.ca/login

7- At the bottom of the page click on the plus sign to open a new
worksheet
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8- Select worksheet
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9- Right click and select Paste Values (123) icon

X Cut ]
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Prepare data in Excel for mail merge:

e Delete Columns A- E and Delete Rows 1-7

e Delete any other unnecessary and columns with no data to simplify the excel sheet for producing
labels.

e Your Excel sheet should only have the following columns:

Member Number, Salutation, First Name, Surname, Street Address, City, Province, Postal Code and
Country.

o Delete original sheet you copied from (right click and delete) - Ensure that all data to be merged is
present in the first sheet of your spreadsheet.

AL S 5 nar HEeE e e 1 el Y

SHEET ONE *

arlr

e Shorten titles to less than 20 characters per column
e Make all changes or additions to your spreadsheet are completed before your mail merge
Name and Save your Excel Sheet on your desktop



Part Two - Mail Merge in Word

Open Word, choose file > New > Blank Document

N ey

Search for online templates

Suggested searches: Business Cards Ed

Blank document

e don €t hawe any featured templates 1

Select Mailings Tab and select Start Mail Merge dropdown arrow

File Home Insert Design Layout References

Match
welopes Labels | Start Mail | Select Edit Highlight Address Greeting Insert Merge
Merge~ Recipients ~ Recipient List | Merge Fields Block  Line Field Updat
Create Start Mail Merge Write & Insert Fields
N T T

Select - Step by Step Mail Merge Wizard
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Start Mail  Select Edit Highlight
Merge = Recipients = Recipient List | Merge Fields
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Letters

E-mail Messages
Envelopes...
Labels...

Directory

Word Document

Step-by-Step Mail Merge Wizard..,



Step 1 of 6 - Select Labels on the far right column of the page and select Next: Starting Document

Mail Merge =~ =3

Select document type

Wrhat type of document are
you working on?

! Letters

Labels

Frint address labels for a
group mailing.

Click Mext to continue.

Step 1 of 6

—= Mext: Startimng document
Select label options

Mail Merge >R

Select starting document

How do you want to set up
your mailing labels?

e Change document layout
Start from existing document

Change document layou
Click Lz
a label size.

D Label options...

Label Information — Label Vendors: Select Avery US Letter from the dropdown list. Under Product
Number: Scroll down to select 5162 Easy Peep Address Labels and select

Label Options ?
Printer information
() Continuous-feed printers
(W) Page printers Tray: |Default tray [Automatically Select) EI

Label information

bel vemdors: | Avery US Letter

B>

Fi 1
Product number:

5155 Easy Peel Return Address Labels
5159 Mailing Labels

5154 Print or Write Flexible Mini Mame Badge Labels

5160 Easy Peel Address Labels

&1-Eas x
162 Easy Peel Address Labels

Label information

Type: Easy Peel Address Labels
Height: 3.38 cm

Wikdth: 10.16 cm

Page size: 21.59 ¢m = 27.94 cm

Cancel



Step 2 of 6 — Select Next select recipients

Step 2 of 6
= Mext: Select recipients

& Previous: Select document ty

Click on Browse- Select your document from the desktop

Mail Merge

Select recipients

* X

1® Lze an exizting list

utlook cantacts

I Type a new list

Use an existing list

Search “Desktop”, select the Excel file you are merging, and click “Open”
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Organize = New folder

18 This PC
i Desktop
| Docurnents
& Downloads
o Music
=| Pictures
H Videos
£, Local Disk (C3)
o Mew Wolurme (G
S cornrnon (hnetweork-drive s
5 files (vnetwork-drivestrel_dat
S corrmon (hnetwork-drivesi R

“! Metwork v €

T m » ThisPC » Desktop

Marne

L. Other

L. Screenshots

01-004
01-265
01-265
Branch merged English
BranchesEmailsFinal
CHART

Copy of Br 643 Memebership Problems (...

(V] Search Desktop 2
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Date rrodified Type

7192018 11:48 Ak
1042017 203 Ak
8/23/2018 336 PM
823208 326 PM
8/23/2018 3:08 PM
8/25/2M7 219 PM
8/8/2017 11:57 Ak

File folder

File folder

Microsoft Bxcel W,
Microsoft Wiford D...
Microsoft Excel W,
Microsoft Wiford D...
Microsoft Bxcel W,
6/23/2017 250 P icrosoft Excel W,
62071202 P icrosoft Excel W,

6/23/2017 233 A i cel W,

--Eopy of MAILOUT LABEL TEMPLATE (D...
ES| Copy of Sample Mail Merge Excel

8/29/2018 215 Ak Micrw o

& CRM
Directory

MNew Source...

BB TURIT BT Internet Shorteut

573042008 2:01 P Microsoft Word D.. w

File name: |Copy of Sarnple Mail Merge Excel

v| |AII Data Sources

Toaols = |

Open | |




Step 3 of 6 — Select Next Arrange your labels

Step 3of 6
Mext: Arrange your labels
& Previous: Starting document

Click on More Items

Mail Merge .

Ay arege yom labrks

H you hiven noft sinedy dors

=Haoxt Records =Mt Beoord= i, Lay el it labirl uiang
i TIE LW S Pk WL
To wdd redpiant infeemston
T it Dl 0k i Bpcat
i tha Ferk dal, and than
ek g of the Anms bale,

[} dderid lasih

whigt Rords afdmat Raponds

bt Than e ren rastes:

Select the first field you would like to see on your label. Select <<First Name>> insert and close, space
bar, ‘More ltems’ <<Surname>>, insert, and close.

Timsert:
) Address Fields (=) Database Ficlds
Elelds:

wihlext Recorcss

it
Frovsirce
wihlext Recorcls Postal Code

Canaribry

“INaxt Recordss | ptaten Fietas... | (uﬂ-:eﬂ. D. Cancel

Select More Items and Surname. Insert and Close. Enter to go to next line

wFirst_ MNanmews g
Insert
() Address Flelds (#) Database Flelds

Bember_Number

Falutatian

whje st Records

Postal Code
Country




Enter, ‘More Items’ select <<Street Address>>. Insert and close. Enter for the next address line.

«First_Mame» «Surnames aMext

Insert:

() &ddress Fields (®) Database Fields
Fields:
Member_ Murmber
Salutation
First Mame

Surname
«hlext Records aMext

Prowince
Postal Code

«Mext Record:

aMext

Match Fields... Cancel

Select More Items select <<City>> Insert and Close, select comma and space to separate the city and
province on the same line. Select <<Province>> insert, close and enter

wFirst_MName» «Surnames «MNext Records
wstreet_Addresss

«City_», «Provinces

I«Nem Records wMNext Record»

Select ‘More items’ and select <<Postal Code>> space and select <<Country>>

«First_Name» «Surname» «Mext Record»
wStreet_Address»
wCity », wProvinces

wPostal_Code» «Country»

wMext Record» wMext Record»



Select <<Update all labels>>
Mail Merge %
Arrange your labels

If you have not already done
50, lay out your label using
the first label on the sheet.

To add recipient information
to your label, click a location
in the first label, and then

click one of the items below.

[) Address block...

[ Greeting line...

=¥ Electronic postage...
B0 More items...

When you have finished
arranging your label, click
Next, Then you can preview
each recipient’'s label and
make any individual changes.

Replicate labels
You can copy the layout of
the first label to the other
labels on the page by clicking
the b

e
quDdatc all labels | 0

“FIrst_Namer aSurnames
wStreet_Addresss
wCity_», «Provinces
wPostal_Codes sCountrys|

o Pt qurd#uFlrst_Nnrnqn ST e =
wStreet Addresss

Wity _w, WP rovinces

wPostal_Codern sCountrys

Step 4 of 6 — Select Next: Preview your labels

Replicate labels
You can copy the layout of
the first label to the other
labels on the page by clickin
the button below.

| update anl 1abels |

plents

aMext Records«First_MName» sSurnames
wStreet_sddresss

Wity _w, sProvinoes

uPostal_Codes aCountrys

o @t R.ch-rdnuFlrst_Nnrnu:n- A% ST TN
witreet_SAddresss

Wity _w, P rovinces

uPostal_Codes sCountrys

Note: Full names and addresses will populate for labels on page 1.



Step 5 of 6 — Next: Complete the Merge
Step 5 of 6

@ Complete the merD

Previous: Arrange your labels

Step 6 of 6 - Edit Individual Labels (double check that labels are formatted correctly) by printing this
page and ensure it is aligned properly on the label before printing all pages.

Page 1 of 1 43words  [[£  Englis

When selecting the (plus) button on the left corner outlines the labels for printing.

TREVOR ADAMS
5066 BENTLEY DRIVE
DELTA, BC

VAKA)3 Canada




Select Edit Individual Labels

Mail Merge M

Complete the merge

kdail Merge is ready to
produce your mailing labels.

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

Merge

Print...

?D Edit individual labels...

Merge to New Document ?

Select — <<All>> and OK the page numbers should increase if you have more than 14 labels to print.

23

24

Page 1 of 9
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Load the labels into the printer and select File Print.

English {Canada)

Questions? Please call Membership 1-855-330-3344

Prepared by: Amanda Black
Document revised: September 9, 2018



