North Carolina Local Government Debt Setoff Clearinghouse
Instructions for Creating Labels with a Mail Merge Using Microsoft Word
2003 and DebtSetoff version 2005.02 or later

Microsoft Word
Prerequisites:
1. Create the letters first and print them

Process:
1. Select Tools
a. Select |_etters and Mailings

i) Evelopes
() Labels

{:} Directory

Labels

Print address labels for a group
mailing.

Click Mext to continue,



3.

Step 1 of 6 — Click Next: Starting document

a.
Step 1 of B

% Mext: Starting document

b. For Select starting document choose Change document layout

Mail Merge
® || A

Select starting docume

Howe dio wou wank terget up waur
mailing labels?

(%) Change document layout

() Skart From existing document

Change document layout

Click Label options ta choose a
label size,

_,3 Label opkions. ..

c. For Change document layout choose-Label options

d. The Label Options appear:

X

Label Options

Printer infarmaktion
{:!' Dal\matriz
(®) Laset and ink jet Tray: |Manual Feed (Tray 1) Y|

Label information

Label proddcts: Avery standard hd |

Label information

Type: Address
Height: 1"
width: 2.63"
Page size: Plini (4 14 % 5
2186 Mini - Diskethe b
[ Details. . ] [ mev)\LaI:-el... ] [ (0] 4 ] [ Cancel
\

i. For Printer information select your printer type



ii. Select your Tray (defaults to the Manual Feed (Tray 1)
Trav: |Manual Feed (Trav 1) I'v

Default tray (Automatically Sele

Aukamatically Select
skandardPrinter Auto Select

Traw 1

iii. For Label information if not using the Avery standard click the

down arro‘wﬁ)/hbel products and select your label type

Label products: Awery standard v

IV
Prod ber: |AONe
FOQUCE nUumber APLI

PTURIEES o ery £ and A5 sizes
N vvery standard
2163 Mini \ Shippin| Dz 20zat
2164 - Shipni
2180 Mini -

2181 Mini - Fil2

iv. Select your Label Product number by scrolling until you match the
label product number from your box of labels

v. Click and the image of a blank label page appears:



Step 2 of 6 — Click Nexj: Select recipients

a.
Step 2 of 6

% Mext: Select recipients

@ Previous: Select document bype

b. Select Use an existing list for Select recipients

Mail Merge v

Select yecipients

»
(%) Use an existing list

("3 select from Qutlook contacts

) Tvpe a new list

Use an existing list

Use names and addresses from a
file or a database,

F Browse...

7
c. Click Browse...

d. A Select Data Source dialog box appears:

Select Data Source

Look in: | My Daka Sources

LZII"Q,}( | |E5 ~ Tools -

;l@+(:0nnect bo Mews Daka Source,odo
"@+New 0L Server Conneckion, adc

My Recenk
Dacuments

My Documents

My Computer

@

/
File name: },{'

Vl [Newgource... ]

[ open |

My Metwork,

Places

Files of EVPE/| all Daka Sources (%,adc; *.mdb; *.mde |

Cancel

e. Click the dowr'arrow to the right of Look in My Data Sources




Loak in: | My Daka Sources b |

Note: The following instructions assume you created the Merge.txt file in the
C:\Program Files\DebtSetoff folder. If you created it on a different drive and or
folder then select the specific drive and folder. Use the folder from Step 9 of the
DebtSetoff instructions

f. Select My Computer

o

My Compuker

g. Select Local Disk (C:) and selectE

Select Data Source

Look, in: | d My Compuker V| @ h | '& > il |Z| = Tools -

E

My Recenkt
Documents LA DWD-RAW Drive (E:)

?-L_‘:

Deskiop

My Docurnenks

My Compukter

\,

! File name: | R | [ Mew Source. ., ] Yopen
My Metwork )
Flaces Files of type: |.¢\.II Data Sources (*.odc; *.mdb; *.mde, |

Select the Program Files folder and select

Select Data Source

|=€¢- Lcnfal Disk. (i3 vl @ - W | & W\ Ed - Tools -
My Recent
Docunsnkes
=
Deskkop
hy
[y L RoboHELP Templates
My Docurents | |[[C)5@s
[Coatasks
B [Co W INMDOWS
My Compukter
I Fil= name: - Meve Source. .. pen
My Mlebwork | | [ = ] [ =B I
Places Files of bvpe: |.|'-\.II Daka Sources (*.odc; *.mdb; *.mde ~ |




i. Select the DebtSetoff folder and select E

Select Data Source

Loak in: ‘[h vagram Files v| @ - M| 'ﬁ, XK [y ] v Tools -
Ty [Chadobe [CIntel [ Microsoft visus
L"‘b Cha1m [ Inkernet Exploner [ Microsoft visus
My Recent | (C3)Best Buy Rhapsody [y Inkuit [ Microsoft Work
LOELirEns I3 CJassic PhoneTools |25 Jase Software Inc [ Microsoft, MET
= [y Gomman Files [Clava |CIModem Helper
[ IomPlus Applications [CLandirSea Systems [ Modem On Hah
Deskkop @ reative hLearn&cnm EMOHEit
[CvberLink: [CILogitech I Mavie Maker
a (&1 DebkSekaff [C)Messenger [
__,_/ (el [CMicrosoft ActiveSync [CIMSN Gaming Z:
My Dacuments | |5 Dell Inc [Cymicrosoft Fronkpage [C)MUSICMATCH
[CDell Support [CMicrosoft Office My ey
- [Chdireck: [C3Microsoft Plus! Digital Media Edition MetMeeting
(' [C)Hewlett-Packard [C3Microsoft Plus! Photo Stary 2 LE MetZeralnstall
My Computer Installshield Installation Information |5 Microsoft SOL Server |3 Norton Interne
9 |l >
b File name: | V| [New Source. ., l [ CIpen l
My hebwork

Files of kype: |.ﬁ.II Data Sources (*.odc; *.mdb; *.mde; V|

The file Merge.txt appears, select it an select

Select Data Source

Look in:

4 Ed 7 Toos -

o

My Recent
Docurnents

?‘[_'_'

)

Eskko

=

WS

[y Documents

=

My Camputer

@

My Metwark,
Places

File narne: |

b | Mew Source..,.

Files of kype: |.ﬁ.II Data Sources (*.odc; *.mdb; *.mde; V|

Cpen

Cancel




k. The Merge.txt actual data appears:

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:

*| Mame | Address o« City w5, w Z. w| 5., | fAccount_Mumber
= | Jobn g 12401 Field.,. [Raleigh [mMC |2 7972, M

Jare Per... 900M. Lee... Raleigh  RC 27614 3992.., 20560
James Al 30Z Meado..,  Western  MC 27591 4413, 20333
Jobnny P... 2401 Main St Charlo...  MC 29710 5972,.,. 20883
Janet Pa,.. 900 Lexingt... Cary MiZ 27814 6992, 205&0

Refresh ]

e

4
[ Select Al ] [ Clear all ] [
[ | |

Find. .. ][ Edit...

5. Step 3 of 6 — Click Next: Arrange your labels
Step 3 of 6

% Mexk: Arrange vour labels

@ Previous: Starting docurment

b. Click the arga of the label where the Name needs to be inserted:

wllext Record:s wIText Records
#Iext Records wlezxt Fecords «Iext Fecords
«IText Records wITe=t Fecord: «IText Records

wIText Records wIText Fecords wIText Records



c. Select More items...

: Mail Merge v

Arrange your labels

If vou have not already done so,
lay out wobr label using the Firsk
label on EHe sheet.,

T add redipient information ko
vour label| click a location in the
First label, [and then click one af the
items belo

5] Afdress block. ..

2] areeting line. ..

=1 Electronic postage. ..
Il Pgstal bar code. .,

a More ikems. ..
v

d. The actual data field names appear, SSN is highlighted since it is the first
in the list:
Insert Merge Field r$_<|

Inserk:
() address Fields (#) Database Fields

Fields:
I—
Mare

Address

City

State

Zip
Accounk_Mumber
Debk_Amount
Zompliance_Dake
Total_Intereskt

[ Makch Fields. .. ] [ Inserk ] [ Cancel ]

e. Click the Name field

Insert Merge Field

X

Inserk:
) address Fields {*) Database Fields
Eields:
S5
Address
Ciky
State

Zip
Account_Murmber
Debt_amounk
Zompliance_Dake
Toktal_Interesk

[ Makch Fields. .. ] [ Inserk ] [ Zancel ]




f. Click Insert and the Name merge code appears in the letter location:

aMames

aMext Records

g. Click Close

h. Press ENTER to advance to the line below <<Name>> and click More

items... then click Address and click Insert to put the merge code in the
appropriate location:

gMamen

gbddressn

aMext BEecords

i. Click Close

j. Press ENTER to advance to the line below <<Address>> and click More

items... then click City and click Insert to put the City merge code in the
appropriate location:

aMamesn
ghddressy
aCitys

gMext Fecords



k. Click Close
I. Press the spacebar once or twice to put space after the <<City >> and click

More items... then click State and click Insert to put the State merge
code in the appropriate location:

aMames
abiddressy
#Citys @staten

gMext Becords

m. Click Close
n. Press the spacebar once or twice to put space after the <<State >> and

click More items... then click Zip and click Insert to put the Zip Code
merge code in the appropriate location:

wIamesn
ghddressy
wilitys watates «Zips

aMext Records

0. Click Insert and the merge code appears in the letter location

p. Click Close



6. Since you will be merging more than one debtor and desire to use the same label
format for each debtor select the Replicate Labels option, Update all labels:

Replicate labe

¥au can copy the layout of the Firsl
label to the other labels on the
page by clicking the buttonbetai,

Update all labels

a. Once this is selected it replicates to all labels:

«Mames
whddressy
«Cityn «Staten «Zips

«MNext Recordrallamen
whddressy
«Cityn «Staten «Zips

«MNext Recordrallamen
whddressy
«Cityn gStaten «Zips

wlext Becordnalamen
whddressy

«Cityn «Staten «Zips

«Mext Records el amen
whddressn
aCitys «3taten «Zipn

«Mext Records el amen
whddressn
aCitys «3taten «Zipn

«Mext Records el amen
whddressn
aCitys «ltaten «Zipn

wlext RecordnelNamen
whddressn

aCitys «ltaten «Zipn

«Mext Recordrallamen
whddressy
«Citys «Staten «Zips

«Mext Recordrallamen
whAddreszy
«Citys «Staten «Zips

«Mext Recordrallamen
whAddreszy
«Cityy «dtaten «Zips

wllext Recordnallamen
whAddreszy

«Cityn «Staten «Zips

7. Step 4 of 6 — Click Next: Preview your labels
a. The data from the merge file now appears in the labels:

Jane J. Perzon John Q. Public Walter W, Williams
300 Meadow Lake Lane 24071 Main St 90 Oak Street
Western NMC 27591 Raleigh IMMZ 27610 Raleigh IMMZ 27610



8. Step 5 of 6 — Click Next: Complete the merge
a. To print them all select, Print

Merge

L Print...
L 3 Edit individual labels. ..

b. To print them all, s¢lect All and click OK

c. To print just the one appearing on the screen, select Current record and
click OK

d. Orto print a range, enter the staxting Page Number in Erom: and the
Ending Page in the To: and click QK

e. To edit each label individually select Edit individual labels...
f. A selection box appears:

Merge recards

{3 Current record
{:} From: To:

[ Ok ] [ Cancel ]

g. To go through each label, select All and click OK
h. Scroll through and make any edits if necessary
i. The process is now complete

9. Step6of6
J. Atthis time it is good to save the entire merged labels in the event there is
a need to review or even print one or more sheets

k. Click B

C|ICk| Sawve hs..,

m. Enter an appropriate file name, such as one of the following:
e Notice Labels Oct 4, 2005

 Notification Labels for 2005 — 1** group

e Notification Labeks — 2002 Tax Bills

n. Click___23ve |




