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from a file or a database,
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Mame Description | Madified Created Tvpe

1/10/2007 10:01:22 &AM 101002007 10:01:22 &M TABLE

5hEEt2$ 1)10/2007 10:01:22 M 1/10/2007 10:01:22 &M TABLE
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¢ |
First row of data contains column headers Ok | [ Cancel J
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Mail Merge Recipients @

To sort the list, click the appropriate column heading. To narrov down the recipients displayved by a
specific criteria, such as by city, click the arrow next to the column heading,  Use the check boxes or
butkons to add or remove recipients From the mail merge.

List of recipients:
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Arrange your labels

If wou have not already done

5au aMext Fecords s0, lay out your label using the
first label on the sheet,

To add recipient information to
waour label, click a location in
the first label, and then click
one of the items below,

2] Address block. ..
= Greeting line. ..
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wMext Becords wNext Records = Electronic postage. ..
ﬂ More items. ..

‘when you have finished
arranging vour label, click
Mesxt, Then you can preview
each recipient's label and make
any individual changes.

Replicate labels

‘ou can copy the layvout of the
wMext Becords wMext Records first label to the other lahels

on the page by clicking the
button belaw,

Update all labels

Step 4 of 6
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@ Previous; Select recipients
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Fields:
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50, lay out vour label using the
whiddress_1» «llext Recordy first label on the sheet.
l{{ Address_E i To add recipient information to

vour label, click a location in
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one of the items below,

5] Address black. ..
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arranging vour label, click
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wour 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
[Fe4) docurnent.

Merge

L35 Print...

L9 Edit individual labels. .,
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