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No part of any chapter or book may be reproduced or lransmitied in any form by any means without the prior viritten peymissian for
reprims and excerpts from the publisher of the book or chapter Redisiribuiion or other use that violates the falr use privilege under
U.S. copyright laws {see 17 USC107) or that otherwise violates Ihese Terms of Service is sirictly prohibited Violators wifl be
prosecuted fo ihe lull extent of U.S. Federal and Massachuselts laws.

X

Copyright

Copyright @ 1997 by Que™ Corporation,

All rights reserved. Printed in the Uniied Stales of Amenca. No part of this book may be used or
reproduced tn any form or Y o % a7 a3s. 67 fidtel In 4 Ao tahas 2 o ridfalevs tysde 1, without pror
wrilten permission of the publisher except in the case of brief quolalions embaodied in critical articles
and reviews, Making copies of any pari of this book for any purpose other than your own personal
use is a violation of United States copyngm jaws. For information, address Que Corporalion, 201
W. 103rd Street, Indianapolis, IN, 46290. You may reach Que's direct sales line by calling
1-800-428-5331.

Library of Congress Catalog No.: 896-70787

This book is sold as /s, without warranty of any kind, either express orimplied, respecting the con-
tents of {his book, including but not limited to implied warranties for the book’s quality, performance,
merchantability, or fitness for any particular purpose. Neither Que Carporation nor i1s dealers or
distributors shall be liabile to the purchaser or any other person or entity with respect io any liability,
lass, or damage caused or alleged to have been causead directly or indirecily by this book,

€ O887654321

Interpretation of the printing code: the rightmosi double-digit number is the year of the book’s print-
ing: the rightmast single-digit number. ihe number of the book's printing, For example, a prinfing
code of 97-1 shows that the first prinfing aof lhe book occurred in 1997,

All terms mentioned in (his book that are known to. be {rademarks or service marks have been
appropriately capitalizad. Gue cannol attest to the accuracy of this information, Use of a termin this
book should not be regarded as affecting the validity of any frademark or service mark.

Screen reproductions in this book were created using Collage Plus from Inner Media, Inc.. Hollls,
NH.
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Chapter 17. Mastering Envelopes, Mail Merge,
and Form Letters

+ Insert an Individual's name and address In a letter
insert an address from lhe Personal Address Book, Schedule+, or Qutlook,

- Print envelopes and inciude their bar code or FIM code
Print envelopes by themselves, attached 1o a document. or as part of a mass mailing,

+ Use the Mail Merge Helper to create a main document and a data source and to control the data
merging of documants
The Mail Merge Helper manages the entite mail-merge process in ihree easy steps.

- Perform mail mergs with documents such as letierheads, envelopes, and mailing labsels
Specily different top margins for the firsi page of a form lglier io allow for 2 letterhead page,
merge envelopes or envelopes and documenis at the same time, and create custom mailing
Jabels. )

- Insert fisld codes that prompt you to enter a personal note in each mail-merge documant
FILLIN is a special Word field thai prompts the:user to enler a personalized message to the
recipient during the merge operation.

Suceessful businesses Know that siaying in touch with their clients and customers is ¢rucial Lo the
success of the business. Staying in touch with many people can be difficult, however, unless you
learn how to creaie personalized form lelters and envelopes with Word 97.

To make single leiters easier o prodiuce, Word has automated {he process of printing an envelope,
The ervelope printing feature uses the address from a document io print an envelope with or without
a retwm address. The envelope can be pnnted separately or attached 1o the document with which
it 1s associated. This feature 15 covered in the first section of this chapter.

fForm letlers broadcast information, yet add a personal touth 16 your work. Even il you generate
only a few.form lelters each day, this feature allows you to automate repetitive paris of your business
and gives you time 1o iImprove the crealive end of your work. You can also generate invoices, ap-
poiniment. reminders, and so on, Learning how to create form lefters is challenging, but working
ihrough the process will pay greal dividends.

You can create two types of form letlers with Word: those thal are filled in manually and those thal
are filled In from computer-generated lisis, In this chapler, you learn o create an automated form
letier that prompts you for information the document needs for creating an invoice. You learn also
how 1a fill in the blanks in a form letler by merging a mailing list with the main document Finally,
you learn advanced Word technigues for document automation, including a formletter that combines
manual fill-in with merging of infarmation.
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Inserting a Name and Address from the Address Book

|E

e You can use Address Books and lists of contacts to manage the names and addresses
of people you wrtle (o frequently. Afier you enier fhe names, addresses, and e-mail information
aboui people, you can relrieve the information by clicking the Inseri Address button in the Standard
toolbar, then selecling to use names and addresses from an address book or a contact list. You
aiso can paste a person's address into your document by clicking their name.,

Ii the Insert Address button (it looks like ai opened address book) is not.displayed in the Standard
ioolbar, choose View, Toolbars, Customize, select Insert from the Cale gorles list, select Address
Book from the Commangds list, and drag the Address Book icon onto the Standard tootbar.

~SesManaging Names and Addresses with Address Books

Beiare you can use the Address Book on a nelwork or with the Address Book In Qutlook or Schedule
+, you mus! gain access o the network and OQultlook or Schedule+, If your compuler is on a network
and you use Outloak or Schedulet, you need 1o follow these sleps:

eze

Position the insertion poingin the document whare you wamnt 1o pasle a person’s address.

[

. I Click the Insert Address bullon in the Standard toolbar. If you are prompted, select
an Exchange profile. The Selecl Name dialog box apprears as shawn in Figure 17,7,

Select the Show Names From The list and select the address book or contact list containing
the address you want 1o inser into your document.

o
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