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No part of any chapter or book may be reproduced or transmitted in any term by any means without the prior Written permission {or
reprints and excerpts from the publisher oi the book orchapterr Redistribution or other use that violates the fair use privilege under

U-S. copyright laws (see 't 7'USC107J or that otherwise violates these Terms of Service is strictly prohibited Violators will be
prosecuted to the full extent of US. Federal and Massachusetts laws,

will
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Copyright 4:3 HM? by Que“ Corporation.

All rights reserved. Printed in. the United States of America. No pan of this book may he used or
reproduced in any form or ht a it at: a is or std-red in r; d: tuba; : art-fitment system. without prior
written permission of the publisher except in the case of brief quotationsembodied in critical articles

and reviews. Making copies of anypartof this book for any purpose other than your own personal

use is a violation olUnlted States Copyright laws. For information. address Que Corporation, 201
W. ‘toard Street. lndlanapolls, IN. 46290. You may reach Que‘s direct sales line by calling
ham-4286331,.

Library of Congress Catalog No‘; 96-70787

This book is sold as is, without warranty or” any kind, either express or implied, respecting the cow
tents of this book. including but not limited to implied warranties for the book’s quality, performance,
merchantability, or fitness for any particular purpose Neither Que. Corporation nor llS dealers or

distributors shall be liable to the purchaser or any other person or entity with respect to any liability,

loss or damage caused or alleged to have been caused directly or indirectly by this hook.

99989765$321

Interpretation of the printing coderthe rightmost doublediglt number is the year of the book's print-—
ing: the rightmost single-digit number, the nilmber of the book‘s printing. For e‘Xample, a printing
code at 97-1. shows that the first printing of the book occurred in 1.997.

All terms mentioned in this book that are known to be trademarks or service marks have been

appropriatetycapitalized. Que cannotattest to the accuracy of this information. Use cl 3 term in this
book should not be regarded as affecting the validity of any trademark or service marks

Screen reproductions tn this book were created using Collage Plus from inner Media. Inc:” Hollis.
NH.
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Chapter 1 7. Mastering Envelopes, Mail Merge,
and Form Letters

- Insert an lndividtJal‘s name and address In a letter

Insert an address from the Personal Address Book; Scheduler», or Outlook.

- Print envelopes and include their bar code or FlM code
Print envelopes by themselves. attached to a document. or as part’ci‘a mass‘rnalllng.

. Use the Mail Merge Helper to createa main document and a data source and to control the data
merging of documents

The Mail Merge Helper manages the entire mail-merge process in three easy steps.

- Perform mail merge with documents such as ietterheads, envelopes, and mailing labels
Specity ditiereni top margins tor'ihe first page oi a form le‘iterto allow tore letterhead page.
merge envelopes or envelopes and documents at the some time, and create custom mailing
labels. ’

. lnsertfte‘ld codes that prompt you to enter a personal note in each maiFmerge document
FiLLlN is a special Word field that. prompts the—user to enter'apersonatized messageto the
recrpient during the merge operation.

Successful businesses know that staying in touch with their clients and customers is crucial to the
success of the business. Staying in touch with many people can be difficult. however, unless you
learn how to create personalized form letters and envelopes with Word 97.

To make Single letters easier to produce. Word has automated the process of printing an envelope.
The erwetnpe printing feature uses the address from a document to print an envelope wnh or without
a return address. The envelope can be printed separately or attached to the document with which
it ts assooated. This feature ts covered in the first section of this chapter.

Form letters broadcast t’i'iiormalion, .yet acid a personal touch to your work. Even it‘you generate
only a few. form letters each day. this feature allows you to automaterepetltive p‘arl‘soiyour business

and gives you time to improve the creative end of your work. You can also generate invoices, ap,
poinimenl. reminders, and so on. Learning how to create form letters is challenging. but working

through the presses ‘will pay great dividends,

You can create two types of form letters With Word: those that are filled in manually and those that
are tilled in item computer-generated lists. in this chapter, you learn to create an automated form
letter that prompts you for information the document needs tor creating an invoice. You learn also
how to till in the blanks in a form letter by merging a mailing list with the main document Finally.

you learn advanced Word techniques tordocumentautomation, including a form letter that combines
manual fill-tn with merging of information.
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Inserting a Name and Address from the Address Book

 
You can use Address Books and lists oicontacts to manage the names and addresses

of peotnle you write to frequently. After you enter the names, addresses. and email Information

about people. you can retrieve the Information tay clicking the insert Address button in the Standard
toolbar. then setecting to use names and addresses from an address book or a contact list. You

also can paste a person‘s address into your document by clicking their name.

It the insert Address button (it locks like art Opened address book) is hotdisplayed in the Standard

toolbar, choose Mew, Ioolbars, gustomtze, select insert from the Cale gottes list, select Address
Book from the Commands list; and drag the Address Book icon onto‘the Standard toolbar.

‘SeeManagtng Names and Addresses with Address Books

Before you can use the Address Book on a network or with the Address Booktn Outlook or Schedule
+. you must gain access to the network and Outlook or Scheduteta If your computer is on a network
and you use Outlook or Schedule+, you need to follow these steps:

Postman me Insertion pout: In the document wt'Iere you want to haste a person's address
'I

2

 
i Click the insert Address button in the Standard toolbar. ti you are prompted. select

an Exchange profile. The Selectt‘lame dialog box apprears as shown in Figure tit;

3, Select the §h0w Names From The list and select the address book. o'r‘contact tist‘containing

the address you want to insert into your document.
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